
















PARALEGAL SPECIALIST 
GS-0950-12 

INTRODUCTION 

This position is in the Immediate Office, (10), Office of General Counsel (OGC), 
U.S. Environmental Protection Agency (EPA). The incumbent works under the supervision 
of the Deputy General Counsel for Operations and provides a variety of paralegal support 
to senior management in the 10 including the General Counsel and Deputy General 
Counsels. 

MAJOR DUTIES AND RESPONSIBILITIES: 

Under the direction of Deputy General Counsel for Operations, incumbent performs legal 
research of relevant statutes, case law, legislative history, regulations and governing policy. 
Prepares legal memoranda or other appropriate summaries, setting forth the issues 
researched, and all applicable authority discovered. 

Assists 10 senior management with cases and participates in special projects dealing with 
complex legal issues. 

Conducts legal research for the preparation of hearings, appeals, litigation, or advisory services, 
Summarizes relevant information for General Counsel and Deputy General Counsels use in the 
review of opinions, memoranda, briefs, and other legal documents. 

Examines and evaluates information in case files, with reference to EPA and OGC standards, to 
assist the General Counsel and Deputy General Counsels in response to legal and technical 
questions which arise. In cases where files are incomplete, or require additional information, 
incumbent uses discretion and judgment in planning a comprehensive approach to obtain missing 
or relevant data. 

Assists General Counsel and Deputy General Counsels on administrative and judicial cases and 
participates in special projects involving a variety of legal issues. Receives and analyzes motions 
and other filings, researches pertinent legal issues and assists with the preparation of government 
motions to be filed in administrative proceedings or in federal district, appellate, or Supreme Court. 

Gathers and analyzes factual data related to litigation or other matters. Assists General Counsel 
and Deputy General Counsels by preparing memoranda and other records to be used to support 
administrative proceedings or litigation. 

Performs legal administrative duties in connection with rulemakings and other Agency actions 
that may result in litigation, including maintaining litigation databases; researching and 



answering questions about legal matters; and preparing weekly reports on the status of litigation 
and legal discussions. 1 
Responsible for developing and maintaining a system of document control, including setting up 
computerized indexes and systems of analysis, maintaining logs, and arranging for physical 
storage. 

Serves as the FOIA coordinator for the 10. Provides comprehensive support for FOIA document 
searches and review for which the Immediate Office is responsible, including document 
organization, management, retrieval and review to apply FOIA exemptions. The incumbent is 
responsible for searching, reviewing, tracking, and updating FOIA responses. The incumbent 
drafts FOIA response letters. Incumbent uploads documents into FOIA online and coordinates with 
other offices within EPA on FOIAs, as appropriate. 

Utilizes electronic litigation software for research, discovery, administrative record 
compilation and review. Works with various database systems and coordinates with 
database administrators for research and managing and tracking documents and electronic 
materials assigned to OGC. 

Serves as the ()GC representative on oversight matters from the Office of Inspector General or 
General Accountability Office (GAO). Attends all intake meetings and works directly with OGC 
offices to draft responses to any inquiries. Coordinates with the ()IG, the GAO, the Office of the 
Chief Financial Officer and other stakeholders in audits and oversight. 

Performs other duties, as assigned. 

FACTOR I- Knowledge Required by the Position Level 1-71250 Points 
In-depth knowledge and skills to effectively apply various laws, court and/or administrative 
decisions and interpretations, rules, regulations, policies, and procedures which pertain to 
the administration of legal programs, and a variety of environmental statutes; highly 
developed, specialized legal skills and proficiency sufficient to analyze and evaluate the 
relevance of particular technical evidence or questions which arise in the conduct of 
specialized legal programs; perform extensive and thorough legal research in to the 
legislative history, precedent case, decisions, and opinions that may be applicable to 
particular legal matters; investigate and become thoroughly familiar with subject matter 
details involved in a case or legal matters; determine the specific data needed and best app 
roach to obtain this data or to determine the relevance or sufficiency of available legal, 
technical, or related data; coordinate actions with other Federal agencies or State and local 
agencies that have related responsibilities. 

Specific knowledge of the EPA guidance documents pertaining to the above-referenced statutes 
and regulations. 



Ability to recognize and explore leads; conduct credentials checks, detect subtle discrepancies in 
information, prepare appropriate memoranda and track work assignments. 
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Knowledge and ability to use personal computer in litigation support and to perform legal research 
using litigation-related databases such as Relativity, Encase, G3, and Westlaw. 

FACTOR 2 - Supervisory Controls Level 2-4, 450 points 
Incumbent reports directly to the Deputy General Counsel for Operations. Work assignments are 
assigned by Deputy General Counsels, the General Counsel, and the Associate Deputy General 
Counsels with objectives outlined. Incumbent consults with supervisor and others on deadlines and 
precedents; plans and carries out assignments independently, proposes solutions on unusual 
problems after conferring with supervisor and others. Work products are reviewed by attorneys for 
soundness of approach and argument, application Of legal principles and consistency with 
governing policies, procedures and regulations of the Agency, applicable department, and the 
court. 

FACTOR 3 - Guidelines Level 3-4. 450 points 
Guidelines consist of applicable law, implementing regulations, Rules of Procedure and Evidence, 
local court rules, Federal Rules of Appellate Procedures, court decisions, opinions, commercial 
legal publications and Agency manuals and directives. Incumbent must exercise critical judgment 
and initiative in selecting, interpreting and evaluating the applicability of the guides. Guidelines 
are not easily applied to varied situations encountered, since they may only partially relate to the 
circumstances or may have been significantly limited in usefulness by later decisions or 
interpretations. The incumbent's findings may serve to modify and augment existing Agency 
guidelines and provide the basis for new or modified evaluation criteria. 

FACTOR 4- Complexity Level 4-5. 325 points 

Work requires a variety of diverse, and problem-solving analytical duties such as determining 
appropriate action when motions are received, making recommendations to the supervisor and 
Immediate Office Attorneys regarding procedures and case management, determining whether 
information ismissing ornecessaryforcase processingorrulings, developingtemplates, and working 
with client offices. The work requires interpretation and evaluation associated with the resolution 
of unusually complicated legal matters with voluminous documentation. The incumbent researches 
esoteric statutory, regulatory, court and/or administrative precedents, and other legal opinion or 
documentary material; and prepares various legal documents such as, comprehensive litigation 
reports which serve as the basis for critical legislative, regulatory, judicial, administrative, or other 
legal arguments, interpretations, or opinions. The ability to prepare for and participate in 
conferences, briefings, meetings, and hearings is also required. The work includes determining 
what needs to be done to success fully accomplish the goals of the Agency in the context of several 



statutory schemes pertaining to Freedom of Information Act. (FOIA), and employment litigation. 
The requirements of the various statutes are different in format and methodology. The work also 
involves understanding the often-subtle interrelationships of the various Acts. Incumbent interprets 
and evaluates disparate information gathered from a variety of sources and utilizes technical and 
programmatic knowledge and skills to assure all completed work is supportable and consistent 
with Agency regulations, policies and guidelines. 

The work includes a broad range of activities typical of an administrative or professional position. 
Decisions regarding work to be performed include major areas of uncertainty in approach, 
methodology, interpretation and evaluation processes resulting from such elements as continuing 
changes in the program, technological developments, unknown phenomena or conflicting 
requirements. Collects, sorts and analyzes ambiguous technical or evidentiary data by using a 
variety of quantitative and qualitative techniques and interprets incomplete or conflicting 
information. Work often involves complex regulations and cases which may require several years 
of ongoing development activities. Duties may require the reconstruction of events from 
circumstantial evidence. 

FACTOR 5 - Scope and Effect Level 5-4, 225 points 

The work performed affects the efficiency ofthe General Counsel 's Office and has implications 
for the legal advice of the entire EPA and Regions. The purpose of this work is to plan, review, 
negotiate, and recommend decisions on legal matters thereby freeing the attorneys to perform other 
legal work and to enhance the efTectiveness of the office in carrying out its mission. In doing so, 
incumbent monitors the consistency of administrative decisions issued throughout the Agency. 

The work involves developing strategies for handling complex and sometimes large legal 
assignments which vary from case to case. Incumbent advises attorneys on interpretation of 
findings and highly specialized problems of case development. 

Incumbent researches issues of law and assists in the development of proposed Agency positions. 
The work involves establishing criteria, formulating projects, assessing program effectiveness, 
and/or investigating or analyzing a variety of unusual conditions, problems or questions. Involves 
complex legal questions, circumstances, problems, or unusual fact situations. Involves complex 
technical, legal, and administrative issues resolved on a case-by-case basis that may lead to 
recommendations on legal actions. 

FACTOR 6 - Personal Contacts Level 6-3, 60 points 
Works closely with staff attorneys, program or client agency staff, court staff, and other 
paralegal specialists. Also, has contact with Agency offices, Department of Justice, U.S. 
Attorney Offices, other Federal agencies, state and local government, and contractors. 
Contact with the general public is frequent. 



FACTOR 7 - Purpose ofContacts Level 7-3, 50 points 

The purpose of contacts is to plan and coordinate assignments requiring the cooperation of 
employees in several agency offices, such as assembling data from different sources to 
prepare joint presentations or other activities; or to persuade other agency personnel with 
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different viewpoints on the merits of releasing or withholding portions of FOIA documents 
requested under provisions of various acts. Good communication skills, as well as tact and 
diplomacy must be applied in all circumstances. 

FACTOR 8 - Physical Demands Level 8-1, 5 points 

Work is generally sedentary with some physical demands (e.g., the management of large 
document collections which might involve moderate to heavy lifting), and other activities 
normally required in an office, such as bending, stopping, walking, and carrying and 
gathering items such as books, files, exhibits, and papers required during investigation 
activities. 

FACTOR 9 - Work Environment Level 9-1. 5 points 
Work is performed in an office which is adequately lighted and climate controlled, and 
where normal safety precautions for an office are practiced. 

TOTAL POINTS - 2,820 

GRADE COVERSION- GS-12 

Paralegal Specialist Series, GS-0950 TS-76 August 19865 























PARALEGAL SPECIALIST, GS-0950-11 

STATEMENT OF DIFFERENCE GS-11 

(Two grade interval series) 

This is a statement of differences to the full performance GS-12 position identified on the cover sheet.  
The incumbent of this position will function at the GS-11 level until all legal, regulatory and 
administrative requirements which permit assigning the GS-12 performance level duties are met.  
Promotion to the GS-12 level is neither mandatory nor automatic upon completion of these requirements.  
Management retains the right to determine when the incumbent is qualified for the next higher grade. All 
duties and responsibilities in the referenced PD are assigned to the incumbent of this position with the 
following amendments: 

At the GS-12 grade level, the incumbent will serve as a Paralegal Specialist for all duties and 
responsibilities described in that level.  The incumbent works under the supervision of the Associate 
General Counsel, Water Law Office (WLO), who assigns and sets the overall objectives for the work, 
outlines issues to be addressed, and makes resources available. The incumbent is responsible for 
providing legal and administrative assistance to WLO attorneys who perform litigation and counseling 
services at EPA.  Incumbent is responsible for independently developing approaches and solutions to 
problems encountered.  The supervisor is available in situations involving controversial or complex 
questions.  The employee, having developed expertise in the line work, is responsible for planning and 
carrying out assignments; resolving conflicts which arise; coordinating the work with others as necessary; 
and interpreting policy on own initiative with established objectives.  Applies judgment in adapting 
standard guidelines, and applying analysis and technical skills to new situations and problem areas.  
Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with 
other work, and effectiveness in meeting requirements or expected results. 



PARALEGAL SPECIALIST, GS-0950-12 

 INTRODUCTION 

This position is located in the Water Law Office of the Office of General Counsel, U.S. Environmental 
Protection Agency (EPA).  The incumbent works under the supervision of the WLO Associate General 
Counsel and provides a variety of paralegal support to WLO attorneys responsible for performing 
litigation and counseling services at EPA in the areas of water and administrative law. 

MAJOR DUTIES AND RESPONSIBILITIES 

Under the direction of WLO attorneys, incumbent performs legal research of relevant statutes, case law, 
legislative history, regulations and governing policy.  Prepares legal memoranda, or other appropriate 
summaries, setting forth the issues researched and all applicable authority discovered. 

Assists WLO attorneys on administrative and judicial cases and participates in special projects dealing 
with complex legal issues.  Receives and analyzes motions and other filings, researches pertinent legal 
issues and assists with the preparation of government motions to be filed in administrative proceedings or 
in federal district, appellate, or Supreme Court.  Prepares draft replies to case-related public and 
controlled correspondence, and coordinates review of the proposed drafts with other offices, as 
appropriate. 

Gathers and analyzes factual data related to litigation or other matters. Assists attorneys by preparing 
exhibits, procedural histories, statements of the case, memoranda, and other records to be used to support 
administrative proceedings or litigation. Assists attorneys in initiating, maintaining and monitoring 
litigation holds. 

Performs legal administrative duties in connection with rulemakings and other Agency actions that may 
result in litigation.  Assists WLO attorneys in developing, compiling and maintaining administrative 
records for rulemakings and other actions, including responding to public comments; providing legal and 
logistical support for organizing, distributing, and uploading administrative record information into 
Agency databases; and providing legal research support to address complex legal questions arising in 
public comments.   

Assists attorneys in compiling administrative record cites for briefings.  Identifies and compiles 
documents pertaining to key legal issues in assigned cases.  Responsible for developing and maintaining a 
system of document control, including setting up computerized indexes and systems of analysis, 
maintaining logs, and arranging for physical storage. 

Provides comprehensive litigation support with respect to cases handled by attorneys in the Water Law 
Office, including developing and maintaining litigation databases; researching and answering questions 
about the litigation; preparing declarations for Agency officials; and responding to discovery requests. 

Provides comprehensive support for FOIA document searches and review for which the Water Law 
Office is responsible, including document organization, management, retrieval and review.  The 
incumbent is responsible for searching, reviewing, tracking, and updating FOIA responses.  Incumbent 



uploads documents into FOIA online and coordinates with other offices within EPA on FOIAs, as 
appropriate. 

Utilizes electronic litigation software for research, discovery, administrative record compilation and 
review, and court filings.  Performs legal, factual, historical and other forms of research using online tools 
and search engines.  Employs electronic and automated docketing systems with all court filings.  Manages 
the conversion of hard copy documents into electronic documents; prepares PDF documents for review, 
redaction and release.  The incumbent must be familiar with ECF/PACER and e-filing, and other such 
electronic automated databases and search engines. 

Performs other duties as assigned. 

FACTOR 1 – Knowledge Required by the Position (Level 1-7   1250 points) 

In-depth knowledge and skills to effectively apply various laws, court and/or administrative decisions and 
interpretations, rules, regulations, policies, and procedures which pertain to the administration of legal 
programs and litigation under the Clean Water Act, the Safe Drinking Water Act, and a variety of related 
water and administrative statutes; highly developed, specialized legal skills and proficiency sufficient to 
analyze and evaluate the relevance of particular technical evidence or questions which arise in the 
conduct of specialized legal programs; perform extensive and thorough legal research into the legislative 
history and precedential cases, decisions and options that may be applicable to particular legal matters; 
investigate and become thoroughly familiar with subject matter details involved in a case or legal matter; 
determine the specific data needed and best approach to obtain this data or to determine the relevance or 
sufficiency of available legal, technical or related data; coordinate actions with other EPA offices and 
Federal agencies that have close-related responsibilities. 

Specific knowledge of the EPA guidance documents pertaining to the above-referenced statutes and 
regulations. 

Ability to recognize and explore leads, detect small discrepancies in information, prepare appropriate 
memoranda and track work assignments. 

Knowledge and ability to use personal compute in litigation and administrative record support and to 
perform legal research using litigation-related databases such as Relativity, Encase, and Lexis. 

FACTOR 2 – Supervisory Controls  (Level 2-4, 450 points) 

Incumbent reports directly to the Associate General Counsel, Water Law Office.  Work assignments are 
assigned by staff attorneys, Assistant General Counsels and the Associate General Counsel who will 
outline the objectives of the assignment.  Incumbent consults with supervisor, Assistants and/or staff 
attorneys on deadlines and precedents, plans and carries out assignments independently, and proposes 
solutions on unusual problems after conferring with supervisor, Assistant and/or staff attorneys.  Work 
products are reviewed by staff attorneys for soundness of approach and argument, application of legal  
principles, and consistency with governing policies, procedures and regulations of the Agency, DOJ or 
the court. 

FACTOR 3 – Guidelines  (Level 3-4, 450 points) 



Guidelines consists of applicable law, implementing regulations, Federal Rules of Evidence, local court 
rules, Federal Rules of Appellate Procedure, court decisions, opinions, commercial legal publications, and 
Agency guidances and directives.  Incumbent must exercise critical judgement and initiative in selecting, 
interpreting and evaluating the applicability of the guidelines.  Guidelines are not easily applied to varied 
situations encountered since they many only partially relate to the circumstances or may have been 
significantly limited in usefulness by later decisions or interpretations.  The incumbent’s findings may 
serve to modify and augment existing Agency guidelines and provide the basis for new or modified 
evaluation criteria. 

FACTOR 4 – Complexity  (Level 4-5, 325 points) 

Work requires a variety of diverse, and problem-solving analytical duties such as determining appropriate 
action when motions are received, making recommendation to the supervisor, Assistants and staff 
attorneys regarding procedures and case management, determining whether information is missing or 
necessary for case processing or rulings, developing templates, and advising parties of procedural options 
under applicable regulations.  The work requires interpretation and evaluation associated with the 
resolution of unusually complicated legal matters with voluminous documentation.  The incumbent 
researches complicated or esoteric statutory, regulatory, court and administrative precedents, and other 
legal opinion or documentary material and prepares various legal documents such as questions for 
interrogatories, comprehensive litigation reports which serve as the basis for critical legislative, 
regulatory, judicial, administrative, or other legal arguments, interpretations, or opinions.  The ability to 
prepare for and participate in settlement conferences, depositions and discovery is also required. 

The work includes determining what needs to be done to successfully accomplish the goals of the Agency 
in the context of several statutory schemes pertaining to water laws; as well as administrative laws such as 
the Administrative Procedure Act, the Freedom of Information Act, and the Paperwork Reduction Act;  
and other laws that relate to actions taken by the Agency under its water laws, such as the Endangered 
Species Act, tribal treaty rights and the U.S. Constitution. The requirements of the various statutes and 
legal provisions are different in format and methodology.  The work also involves understanding the often 
subtle interrelationships of the various laws.  Incumbent interprets and evaluates disparate information 
gathered from a variety of sources and utilizes technical and programmatic knowledge and skills to assure 
all completed work is supportable and consistent with Agency regulations, policies and guidelines. 

The work includes a broad range of activities typical of an administrative or professional position.  
Decisions regarding work to be performed include major areas of uncertainty in approach, methodology, 
interpretation and evaluation processes resulting from such elements as continuing changes in the law or 
the program, technological developments, unknown phenomena or conflicting requirements.  Collects, 
sorts, and analyzes ambiguous technical or evidentiary data by using a variety of quantitative and 
qualitative techniques and interprets incomplete or conflicting information.  Work often involves complex 
cases which may require several years of ongoing case development activities.  Duties may require the 
reconstruction of events from circumstantial evidence. 

FACTOR 5 – Scope and Effect  (Level 5-4, 225 points) 

The work performed affects the efficiency of the Water Law Office and has implications for the 
implementation of water law efforts of the entire EPA, including the regional offices.  The position 
provides a specialist to assist in the development of environmental cases pursuant to the various statutes 
and laws described in the previous paragraphs.  The purpose of this work is to research, plan, review, 



negotiate, and recommend courses of action relevant to actions of the Agency under the water laws that 
will assist staff attorneys in carrying out their responsibilities and free them to perform other legal work 
and enhance the effectiveness of the Water Law Office in carrying out its mission.  In doing so, the 
incumbent monitors the consistency of process, legal and administrative decisions issued throughout the 
Agency and essential to project or case development. 

The work involves developing strategies for handling complex and sometimes large legal assignments 
which vary from case to case.  Incumbent advises attorneys and program staff on interpretation of 
research, findings and highly specialized problems relating to project or case development. 

Incumbent researches issues of law and assists in the development of proposed Agency positions.  The 
work involves establishing criteria, formulating projects, assessing program effectiveness, and/or 
investigating or analyzing a variety of unusual conditions, problems or questions.  Involves complex legal 
questions, circumstances, problems and unusual fact situations.  Involves complex technical, legal and 
administrative issues resolved on a case-by-case basis that may lead to recommendations for handling of a 
case, rulemaking or administrative action.  

FACTOR 6 – Personal Contacts  (Level 6-3, 60 points) 

Works closely with Assistants, staff attorneys, program or client agency staff, court staff, other paralegal 
specialists, program assistants, and opposing counsel.  Also has contact with Agency offices, Department 
of Justice, U.S. Attorney Offices, other Federal agencies, state and local governments, and contractors.  
Contact with the general public is also likely. 

FACTOR 7 – Purpose of Contacts  (Level 7-2, 50 points) 

The purpose of contacts is to plan and coordinate assignments, to share and explain information and 
findings, persuade other agency personnel with different viewpoints on the merits of a proposed action,  
and work with employees in multiple agency offices on projects that may require cooperation such as 
assembling or reviewing data from different sources, or preparing for or responding to interrogatories, 
subpoenas, document productions, depositions, or other litigation developments, file reviews, or FOIA 
responses. 

FACTOR 8 – Physical Demands  (Level 8-1, 5 points) 

Work is generally sedentary with some physical demands (for example, the management of large 
document collections might involve moderate to heavy lifting) and other activities normally required in 
any office, such as bending, stopping, walking, and carrying and gathering items such as books, files, 
exhibits, and papers required during research or review activities. 

FACTOR 9 – Work Environment  (Level 9-1, 5 points) 

Work is performed in an office which is adequately lighted and climate-controlled, and in accordance 
with normal office safety precautions and procedures. 

TOTAL: 2820 points
GS 12 range: 2755-3150 points

















































STATEMENT OF DIFFERENCE GS-9 
(2 grade interval series) 

This is a statement of difference to the full performance position identified on the cover sheet. 
 The incumbent of this position will function at the GS-9 level until all legal, regulatory and 
administrative requirements which permit assigning GS-11 performance level duties and 
responsibilities are met. Promotion to the GS-11 level is neither mandatory nor automatic upon 
completion of these requirements.  Management retains the right to determine when the 
incumbent is qualified for the next higher grade.  The following amendments to the next higher 
level position apply: 

At the GS-9 grade level, incumbent will serve as an advanced trainee for all duties and 
responsibilities described in the next higher level position.  The incumbent reports to the 
supervisor who assigns work stating clear objectives and assuring for soundness of technical 
judgment and completeness of assignment.  Personal work contacts are with persons within 
the division and other government agencies for the purpose of exchanging technical 
information. 
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PARALEGAL SPECIALIST 
GS-0950-11 

 
INTRODUCTION 
 
This paralegal specialist position is located in the Office of Regional Counsel (ORC or Office), EPA 
Region I.  The position reports to the Deputy Regional Counsel (DRC).  
 
The incumbent is instrumental in the development, coordination, organization and processing of 
Freedom of Information Act (FOIA) and eDiscovery requests and proceedings.  The incumbent is also 
instrumental in the development, preparation, defense and settlement of civil cases brought against EPA 
under EPA’s regulatory programs, including cases under the Clean Air Act, Clean Water Act, Toxics 
Substances Control Act, Federal Insecticide, Fungicide and Rodenticide Act, Safe Drinking Water Act, 
Marine Protection, Research and Sanctuaries Act, National Environmental Policy Act, Oil Pollution Act, 
other federal environmental laws, Indian Law, and general federal laws dealing with personnel, ethics, 
civil rights, grants and appropriations.  The incumbent is also responsible for implementing 
administrative processes and electronic systems within the Office, including FOIA, eDiscovery, travel, 
budget and time-keeping systems.  The incumbent is required to coordinate with a full range of program 
areas, including the program offices, EPA Headquarters, the Department of Justice and as necessary, the 
appropriate office of the United States Attorney.  The duties require the application of a specialized 
knowledge of laws, regulations, agency policies and judicial and administrative procedure to multiple 
aspects of the Agency’s substantive mission, as well as the ability to manage information in databases, 
record management systems, and other electronic formats.  
 
I.  MAJOR DUTIES AND RESPONSIBILITIES 
 

A. Paralegal Support Duties       40% 
 
1.  Assists the regional staff attorneys in preparation for administrative and civil litigation, including 
drafting correspondence, drafting litigation reports consistent with guidance, preparation of discovery 
documents, administrative records, pleadings, affidavits, motions to dismiss, motions for summary 
judgment and other documents.  In so doing, the incumbent selects, summarizes, compares, interprets 
and compiles data, information, and case law from a variety of sources into a format best suited to the 
specific needs of the case and the case team.  Conducts legal research on a variety of legal issues and 
provides statutory interpretation by researching statutes, legislative history, policy and guidance.  
Prepares legal memoranda or other summaries to support legal and factual conclusions, reviewing all 
sides of issues and detailing new issues raised as a result of the search.   
 
2.  Under the direction of a regional staff attorney, assists in the preparation of administrative actions 
under regulatory programs, including drafting correspondence and legal documents; preparing 
administrative records; and supporting negotiations.   
 
3.  Provides investigative or technical support in civil matters.  Investigates facts concerning the defense 
of EPA’s actions under federal environmental statutes.  Determines the most effective manner for 
obtaining factual information and efficiently utilizes sophisticated investigative techniques; i.e., records 
and documents analysis, confidential sources, and information-gathering techniques.  Directly 
interviews fact witnesses and experts with specialized knowledge relating to particular cases and 
extracts salient material, recommending areas of pursuit.   
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4.  Prepares for, attends and participates in conferences with industry representatives, state, local, or 
tribal officials, and federal personnel.  Attends depositions, settlement negotiations, pretrial conferences 
with federal judges or magistrates or EPA Administrative Law Judges, and meetings related to cases 
such as public meetings. Attends and assists in managing exhibits and other materials at trail or hearing.  
Prepares reports and charts and provide information requested on ORC activities in both narrative and 
statistical formats such as citizen suit tracking charts. 
 
5.  Reviews reported case law.  Selects and analyzes decisions, opinions, memoranda and other pertinent 
legal materials related to environmental law to interpret meaning and effects; notes principles of law 
involved in decisions and opinions for dissemination to regional attorneys and program enforcement 
staff. 
 

B. FOIA and eDiscovery Duties     50% 
 
1.  Responsible for coordinating and managing responses to FOIA requests as part of a Regional FOIA 
Team.  Coordinates, tracks and processes FOIA requests while adhering to the procedures specified 
under FOIA and Agency guidance.  Serves as point of contact in communicating with requesters.  
Contacts and coordinates with Regional FOIA Team, other ORC personnel, program personnel, and 
Office of General Counsel (OGC) and Office of Environmental Information (OEI) personnel, as 
appropriate.  Oversees and uses agency electronic systems for processing FOIA requests and conducting 
document collection, including FOIAOnline, Relativity, Adobe Pro, and Office 365 systems. Performs 
search, analysis, evaluation, review and coding of documents.  Performs analysis and evaluation and 
prepares reports on regional FOIA workflow.  Keeps abreast of FOIA law, regulations, judicial 
precedents, Agency FOIA practices and Information Technology tools.  Participates on national FOIA 
workgroups and communicates workgroup activities to others in ORC.  
 
2.  Oversees and uses complex electronic discovery and records processing databases and IT tools (e.g. 
Relativity, Adobe Pro, Office 365, etc.) and trains ORC attorneys and other regional staff on the use of 
these tools.  Participates on national discovery workgroups and communicates workgroup activities to 
others in ORC.  Conducts legal research and stays up to date on current case law and agency practices 
regarding civil discovery.  Coordinates responses to discovery requests and serves as a point of contact 
for the collection, processing, review, and production phases of discovery.  Helps prepare privilege logs 
and supporting affidavits. 
 
3.  Organizes and maintains files for complex cases.  Obtains and reviews reports, correspondence and 
court documents.  Evaluates and initiates comprehensive file management which allows for quick 
document retrieval.  Coordinates with technical staff, contractors and others to obtain documents 
necessary for a current and accurate file system.  Manages the ORC records system, including 
maintaining databases for ORC records, handling archiving and storage in federal record repositories, 
including the Regional Records Center, and coordinating retrieval of records. 
 

C. Administrative Support Duties     10% 
 
1.  As needed, assists with all administrative processes and electronic systems (e.g. PeoplePlus, 
CONCUR, HR line of Business, correspondence tracking, periodic on-line training requirements, etc.). 
Acts as resource for administrative and professional staff to ensure timely, accurate and efficient use of 
these systems. Participates in the efficient operation of daily business of the Office, including ensuring 
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the efficient flow of the Office's incoming and outgoing mail operations. Assists with preparation, 
planning and facilitation of meetings and work sessions. Helps plan, coordinate, procure space and 
develop required materials for public meetings, hearings, conference and national and Regional 
meetings.  Facilitates communication between Regional programs and state and national programs.  .   
 
2.  Performs other duties as assigned. 
 
 
FACTOR 1. KNOWLEDGE REQUIRED                                               LEVEL 1-7     1250 POINTS 
 
Knowledge of civil provisions of environmental protection statutes and an extensive working knowledge 
of the program aspects of the statues and regulations administered by ORC’s clients and various actions 
utilized to implement them. 
 
Knowledge and skill to effectively plan, direct and coordinate the activities to conduct the review and 
evaluation of potential defensive cases, FOIA responses, and eDiscovery. 
 
Legal skills and proficiency sufficient to perform extensive and thorough legal research into the 
legislative history, precedent cases, decisions, and opinions that may be applicable to particular legal 
matters. 
 
Legal skills and proficiency sufficient to investigate and become thoroughly familiar with subject matter 
details involved in a case or legal matter; determine the specific data needed and best approach to obtain 
this data or to determine relevance or sufficiency of available legal and technical or other related data. 
 
Well-grounded knowledge of the Agency’s mission and the skill to interpret and apply the federal 
environmental statutes and the Agency’s policies, regulations, objectives and guidance as they relate to 
the defense of administrative and judicial actions. 
 
A general knowledge of business principles and techniques, including information technology tools, and 
ability to apply them in analyzing voluminous, complex and often incomplete records.   
 
Ability to use Lexis, Relativity, Adobe Pro, and other computer assisted legal research, records 
management and eDiscovery and FOIA management tools as well as traditional law library case books, 
reporters and trade publications. 
 
Skill in oral and written communication, to prepare reports, memoranda and affidavits; to consult with 
and document communications with agency personnel and FOIA requesters, all conclusions must be 
supported legally and factually and must be presented in a logical manner with correct grammar. 
 
FACTOR 2. SUPERVISORY CONTROLS                                            LEVELS 2-4     450 POINTS 
 
The employee works under the general supervision of the Regional Counsel and reports directly to the 
Deputy Regional Counsel, who together define the Immediate Office’s objectives, priorities, and 
deadlines for projects or assignments and assists the employee with unusual situations, problems, or 
projects that do not have clear precedents. The employee plans and carries out responsibilities 
independently and assignments are performed with broad latitude for the exercise of judgment in 
resolving technical and administrative problems, developing legal arguments and supporting evidence, 



4 

and resolving discrepancies.  Incumbent works with minimal supervision from case attorney and under 
pressure of court imposed time constraints. 

FACTOR 3. GUIDELINES  LEVEL 3-4     275 POINTS 

Guidelines consist of Agency directives, policies, procedures and guidance as well as statutes and 
regulations, many of which change regularly.  Guidelines have broad applicability and the incumbent 
uses initiative and resourcefulness to select, apply and deviate from traditional methods and practices as 
required either by the individualized nature of enforcement of the case or enforcement action or the 
nature of the problems encountered.  Incumbent plans, directs, advises and coordinates assigned 
activities within the Office of Regional Counsel.  Incumbent uses past experience and knowledge to 
evaluate the applicability of guidelines on issues in those situations where precedential decisions may be 
ambiguous or in conflict or not applicable.  Factual situations may vary from the guidelines and 
incumbent must use specialized knowledge of law and regulations, and previous experience. 

FACTOR 4. COMPLEXITY LEVEL 4-4     225 POINTS 

The work is complex and requires the ability to adapt readily to new or changing procedures and 
technologies, and requires the incumbent to keep abreast of new case law, regulations and changing 
agency policies.  The duties require the ability to interpret, research and apply case law, regulations, and 
policy to issues and cases assigned.  Changes in the law and/or policy, or technologies, require 
incumbent to be perceptive, flexible, and innovative.  Work requires the interpretation, analysis, 
coordination, evaluation of complicated legal matters.  Incumbent drafts various legal documents such 
as administrative record indices and certifications, FOIA responses, eDiscovery notices, consent 
agreements, and consent decrees.  The ability to prepare for and participate in settlement conferences 
and hearings is also required.  The ability to work under pressure of tight time constraints is required. 

The work includes determining the tasks necessary to accomplish fully the goals of the Agency in the 
context of the regulatory programs, litigation, FOIA, and eDiscovery.  Often the requirements of the 
various statutes are different in format and methodology to carry out goals of the particular act.  The 
work also involves understanding the often subtle interrelationships of the various acts.  Incumbent 
interprets and evaluates discrepant information gathered from a variety of sources.  Utilizes technical 
and programmatic knowledge and skills to assure all completed work is supportable and consistent with 
applicable Agency regulations, policies and guidelines. 

The work includes various duties requiring different and unrelated processes and methods applied to a 
broad range of activities or substantial depth of analysis typical for an administrative or professional 
field.  Decisions regarding work to be performed include major areas of uncertainty in approach, 
methodology, interpretation and evaluation resulting from among other things, continuing changes in the 
program, technological developments, developing policies, changing case law and/or conflicting 
requirements.  Incumbent collects, sorts and analyzes ambiguous technical or evidentiary data by using a 
variety of quantitative and qualitative techniques and interprets incomplete or conflicting information.  
Work involves complex cases which may require several years of ongoing case development or other 
activities.  Duties may require the reconstruction of events from circumstantial evidence. 
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FACTOR 5. SCOPE AND EFFECT                 LEVEL 5-3     150 POINTS 
 
Effective performance of paralegal functions facilitates expeditious administration of Agency programs.  
The work performed affects the efficiency of the Office of Regional Counsel.  Incumbent serves as the 
focal point of paralegal expertise and assists in the preparation and response to civil discovery and FOIA 
requests and in the development of environmental cases defending the Agency’s actions under the 
federal environmental laws, Indian Law, FOIA and other general federal laws. 
 
Defensive litigation is complex and can affect the livelihood of persons and businesses.  The work 
product or service affects a wide range of Agency activities, major activities of industrial, commercial 
and state, local and tribal concerns, and the operation of other departments or agencies in federal, state, 
local, and tribal governments.  
 
The work involves developing strategies for handling large and complex legal assignments which vary 
from case to case.  Incumbent advises attorneys and program staff on interpretation of findings and 
highly specialized problems of case development.  The work includes extensive coordination between 
and among multiple offices within the Agency and the Department of Justice. 
 
Incumbent works independently on a wide variety of information gathering activities apart from defense 
related matters that frees the attorneys from these tasks.  This allows the attorneys to develop cases and 
provide advice to clients with greater efficiency. 
  
FACTOR 6. PERSONAL CONTACTS                   LEVEL 6-3     60 POINTS 
 
Personal contacts through oral and written communication are at all levels in the legal community, up to 
the highest level.  Such contacts include meeting with other employees of the Regional office, other 
EPA regional offices, EPA Headquarters, the Department of Justice, state, local and tribal governments 
and the regulated community.  Contacts with the public or regulated community may include FOIA 
requesters, private citizens, representatives of non-governmental organizations, corporate managers of 
environmental departments, corporate attorneys or paralegals, attorneys in the private bar and other 
professionals who represent the regulated community.  On occasion, personal contacts may also include 
staff of Congressional members and staff of elected representatives of state, local and tribal 
governments. 
 
FACTOR 7. PURPOSE OF CONTACTS                  LEVEL 7-3    110 POINTS 
 
The primary purpose of contacts with the public and regulated community will be to influence their 
perception of EPA policy in a positive manner and to provide clear and accurate information as 
requested.  Contact with the public will also include requesting information necessary and essential to 
case development, and to communicate regarding processing of FOIA requests.  Incumbent may be 
requested to participate in public meetings, information sessions, and administrative and judicial 
proceedings.  The principal purpose of contact with representatives of federal, state, local and tribal 
government agencies will be to communicate goals and policies of EPA, answer questions and respond 
to information requests.  Tact and diplomacy must be applied to influence uncooperative and skeptical 
persons and respondents who are often unfamiliar with the rules and regulations governing Agency 
policy. 
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